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Order Processing – (Fast Order) 

Completing the Application and Issuance 

Completing the application and issuance takes only a few minutes.   

 _________________________________________________________________ 

Prerequisite:  Please be sure that safety paper is assigned in DAVE.  Separate 

instructions on how to key safety paper into DAVE will be available soon. 

__________________________________________________________________ 

Log into the DAVE application. 
 

On the Main page select Order Processing as shown below. 

 

Select Death Fast Order or Birth Fast Order.  In the example that follows Death Fast Order is 

selected. 

 

   
 

The Death Fast Order application page is one long continuous page that has the following 

sections: 

- Applicant – with Shipping/Contact information 

- Eligibility 

- Event Search 

- Service 

- Payment 

- Event Requested 

- Matched Event 
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Applicant Section: 

 

The Applicant is the customer requesting the service. 

 

The Applicant can be a person or an organization.   

In the example below select the radio button next to Person: 

 
 

Enter the Applicant’s name and address.  In the ID Type box, select the dropdown button to 

select which method of identification the Applicant has provided as proof they are who they say 

they are. 

 

In the example below the Applicant is an Organization. 

When the radio button is selected for Organization the page is redrawn to provide a text box to 

select the organization name. 

 

Note: Do not try to type in the Organization name.   

 
 

To enter the organization name, select the magnifying glass shown above, and the Facility Name 

dialog box will open as shown below. 
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In the Facility Name box key in just a few letters contained in the name of the facility.  Use a 

wildcard (%) before and after the letters.  This tells the system to find names that contain these 

letters.   

 

If the wildcard (%) is only used after the letters, a facility that begins with the word “The” as an 

example may not be found.   If the organization may or may not begin with “The” or other letter, 

use the wildcard before and after the letters keyed into the Facility Name box. 

 

Example:  Below (Fortin%) was entered.  This tells the system to look for all names that “begin” 

with Fortin.  The system found no data because there is no name in the system that begins with 

Fortin.  The correct name begins with The Fortin Group. 

 

 
 

 

Below a wildcard before and after the name (%Fortin%) is used which tells the system to find 

any organizations that contain these letters.  In this case results were returned. 
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Click the Select button. 

 

Now that the Applicant’s name and address was entered, add the shipping and contact 

information if desired. 

 

 

 
 

Selecting the Shipping Information  and/or Contact Information links as shown above, will 

redraw the page and open the Shipping Information and/or Contact Information section shown 

below.  Clicking on the links again will close the Shipping Information and/or Contact 

Information sections. 

 

Complete the information as shown below. 
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Eligibility Section: 

 

Select the applicant relationship from the dropdown       button. 

 

 
 

    
 

If Direct Legitimate Interest (Specify) or Other, Specify is selected from the dropdown list, key 

in a value in the Other Specify text box shown in red below. 
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Event Search Section: 

 

A record may be searched using any of the fields shown below.  Removing any of the 

checkmarks shown after each field name is not necessary.  The system will not search for data 

with a checkmark unless a value has been entered in the field. 

 

The Registrant (in red below) is the person’s name on the record.  This is often confused with the 

Applicant which is the customer as discussed above. 

 

In the example below a search was made for the record by keying in just the first initial of the 

First name on the record, and keying in the Last name on the record. 

 

When completed entering in the values in the fields chosen for the search, select the Search 

button twice as shown in red below.  (Note:  In the next update of DAVE the Search button 

should only be selected one time.) 

 

 
 

Note:  Municipal clerks can only do issuances for their own city/town. 

 

If the record has a residence city and/or place of death for your town, the results will display as 

shown above.    Be sure that the radio button next to the word “Preview” is selected for the 

record you want. 

 

If no results are returned, view the case and check if the residence city and/or place of death is 

your town.   This will be discussed later. 

 

In the picture above, under the SFN column, the State File Number for Smith, Test will appear. 

The fact that there is a State File Number for this record indicates that this record has been 

registered. 
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In the picture above there is no SFN for Smith, Trissa.  This record has not yet been registered.  

Do not proceed any further with this order until the case is registered.  This will be discussed 

more later. 

 

To see a synopsis of the case to insure the correct record is displayed, select the blue Preview 

link. 

 

 

The Preview dialog box will open.  Select the  in the right hand corner to close the Preview 

box. 
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Service Section: 

 

This section allows data entry of what the customer is requesting, how that request was made, 

and how the delivery is handled. 

 

The red indicators are required fields. 

 

Complete all six required fields as shown in the example below.  The required fields are: Source, 

Priority, Delivery, Service, Quantity and Request Reason. 

 

Complete the Source required field as shown below. 

 

Complete the Priority required field as shown below. 
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Complete the Delivery required field as shown below. 

 

Select a service(s) from the Service required field, key in a required Quantity and select a 

required Request Reason from the dropdown as shown below. 

 

Payment Section: 

 

Select the Calculate Fees button twice as shown above, and DAVE will calculate the cost of the 

order as shown below. 

 

 
 

 Note:  At this time, only Cash or Check/Money Order are available. 
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If Cash is selected as the method of payment, the system will automatically complete the 

Payment box as shown below: 

 

 
 

Note:  A balance due will be shown at this time.  Later, when the Save and Validate 

button is selected, the balance will change to $0.00 due. 

 

If Check/Money Order is selected, enter the check number.  If the check number is not known 

enter 99999.  If someone is calling in the order ask them on the phone for the check number. 
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Event Requested Section: 

 

This section is a recap of the Event Type, Applicant Relationship and the Status on the case. 

 

 
 

Select the blue receipt link above to provide a copy of the receipt to the customer. 

 

If a comment needs to be added regarding this order, select the blue Comments link shown 

above.  Selecting the Comments link will open the dialog box below.  If there have been no 

previous comments on this order, it will show “no data found”. 

 

NOTE:  (Currently once a comment is saved and then closed, DAVE will return to a 

blank order.  This issue has been reported and we hope it is resolved in the 14.1 upgrade.)   

 

 

 
 

To add a comment, select the New Comment button above and the dialog box will be redrawn as 

shown below.   

 

Select a Comment Type, type in the comment and select the SAVE button, or Clear or Cancel 

the information. 
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If a comment is entered and the Save button is selected, the next screen provides an opportunity 

to either edit or delete the comment as shown below.  Select Close to go back to the Order. 

 

 
 

 

  



14 
 

Matched Events Section: 

 

The Matched Events section is a recap of the order as shown below. 

 

 
 

 

Under the Registrant and Match columns shown in the red box above, the Registrant name and 

Yes should be displayed indicating a Matching Event was found.  This reinforces that the system 

found a “matching event” on the record you requested. 

 

The Total Number of Issuances shows a total of all issuances ever requested for this registrant.  

In the example above, there have been no prior issuances as indicated with a zero. 

 

The Date of Last Issuance shows the date the last issuance was done on this record.  In the 

example above, there have been no prior issuances so there is no date shown. 

 

In the right half section of the box pictured above, is the service(s) and quantity requested on this 

order. 

 

To complete the application select the Save & Validate button.  If the Save & Validate button is 

not selected, the blue issue link shown pictured above will remain disabled, and the Issuance 

page will not be displayed. 

 

If there are any issues with the record, selecting the Save & Validate button will bring up any 

error messages.  Until the error(s) are resolved, the Issue link will remain disabled. 

 

Below is an example of an error that should be resolved before proceeding with the issuance. 

 

The error message states there is an “incomplete amendment” associated with this record.  Do  

not issue this record until the amendment is completed.  Otherwise, the customer would be 

paying for a certificate that is in the process of being amended, and would have to pay again to 

get the completed amended certificate. 

 

 

 
 

What do you do? 
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Try again later.  Records that have begun the amendment process are normally completed the 

same day.  Check back later, and should you still see this error message, please contact the 

EDRS Support Application Specialist at 1-888-664-9491 – option 7.   

 

In some cases, the error message may not be as significant as the example provided above, and 

can be overridden.   

 

To do this, select the checkbox shown under the Override column above, and select the Save 

Overrides button shown above.   

 

If errors need to be overridden, select the Save & Validate button again. 

 

The application is now complete.  However, the order is not yet complete until the issuance 

(printing the certificate) is done. 

 

Please note that at the top of the order processing screen, the order number (20130900153) and 

the status of the order (/Order Valid/Incomplete) is shown as below.  Do not confuse the order 

number with the state file number.  The order is showing “incomplete” because the issuance is 

not done yet, or the last step of the issuance was not done which is described below.  When you 

are finished the application and the issuance, the status will change from Incomplete to 

Complete.   
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Issuances 

 

From the application page, select the Issue link as shown below. 

 

 

 
 

The issuance dialog box will open as shown below. 

 

 
 

There are three (3) steps to the issuance.  The order of these steps is very important.  Please 

review these three steps before beginning.   

 

Step 1 – Print the certificate 

 

a. Put safety paper in the printer.  If making multiple copies, it will help if the safety paper 

numbers shown on the back of the safety paper are all in numeric order.  

 

b. Select the record by placing a checkmark on the row of the record.  Or, if there are many 

records (rows) to avoid having to check each one individually, select the “All” column 

name as shown above.  Selecting “All” will automatically check all the records (rows). 
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c. Select the Print button at the bottom of the issuance screen as shown above.  A dialog box 

will open asking if you want to Open, Save or Cancel as shown below.  (Note: the dialog 

box may appear different on your computer.) 

 

d. Select Open.  The certificate(s) will appear. 

 

 
 

e.  Select the Printer icon shown below.  It will print all copies. 

 

Certificates have now printed.   Close the adobe file (file containing the certificates).  On the 

Issuance page, under the Date Printed column the date printed will be shown as below. 

 

 

Step 2 – Add the Safety Paper  

 

(Important:  Before proceeding with this step, please be sure safety paper has been added 

to the DAVE system as mentioned at the start of this document.  Instructions on how to 

add safety paper to DAVE have previously been supplied.  If not, please contact the 

Application Support Specialist at 1-888-664-9491 – option 7.) 
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a. Select the “All” button, or place a checkmark on each record (row). 

 

b. Key into the Beginning Number box the first safety paper number as shown below.   

There is no need to type in the leading zeroes.   Then, select the AutoNumber 

Ascending link shown below.    (Only use this method if all the safety papers printed 

in Step 1 above are in numeric order.)  The numbers will system-fill under the 

Security Paper Number boxes. 

 

OR, if the safety paper printed is not in numeric order: 

 

Type in the safety paper numbers in each of the Security Paper Number boxes. 

 

c. Select the SAVE button at the bottom of the screen and shown below. 

 

If the leading zeroes were not keyed in, the system has automatically added them in the Security 

Paper Number boxes as shown further below. 

 

 

 
 

The Security Paper Number leading zeroes were automatically added in by the system. 
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Step 3 – Complete the issuance/order 

 

a. Select “All”, or select each one of the checkboxes for each record (row). 

b. Select the Complete button as shown below. 

c. You will automatically be returned to the Order Summary page.  

 

IMPORTANT:  Only 10 copies show on a page.  Therefore, if 12 copies of a certificate were 

requested, repeat steps 1, 2 and 3 above for the second page of the issuance in order to complete 

the remaining two records (row).   Click on the 2 as shown below to get to the 2
nd

 page of the 

issuance, and complete the above steps 1, 2 and 3 again for the last two records. 
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When selecting the Complete button, DAVE will return to the Order Summary section of the 

application. 

 

On the Order Summary page the status will change from “Incomplete” to “Completed”.   

 

 
 

 

Congratulations!  The order application and issuance has been completed. 
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Question  #1 

 

How is an order that was previously started completed if it has already been closed out?  

 

The existing order can be returned to later without having to start a new order.   

 

Before closing the application page and/or issuance page: 

 

a. If on the Application page, scroll to the top of the page and make note of the Order 

Number as shown in red below.  This will facilitate finding the order but is not 

necessary. 

 

 
 

b. If on the Issuance page, select the Close button below and the Order Summary page 

will be shown where the order number can be retrieved as mentioned above. 

 

 
 

 

When ready to go back to the order application and/or issuance page, select the Order Processing 

menu and select Search.   
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The Search for an Order page will pop up. 

 

Search using any one of the four sections below: 

- Search by Order Number  

- Search by Applicant  

- Search by Event Requested 

- Search by Match Event 

 

Key in the values for any one of these methods and select the Search button below. 

 
 

The Results page will pop up. 

 

Click on the blue order number link as shown below and the Order Summary page will appear. 
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If the issuance has already been started, select the Issue link at the bottom of the Order Summary 

page to open the issuance dialog box and to complete the issuance where it was left off. 

 

If still on the application form when the order was closed out earlier, then select the respective 

menu links under Order Processing Menu to complete the unfinished sections as shown below. 
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Question #2 

 

Why is there no “Matching Event”?  

 

There can be various reasons why there is “No Matching Event”. 

 

1. Make sure that the Registrant’s name is spelled correctly. 

2. Make sure that the Registrant’s residence and/or place of death is your town.  If not, 

let the Applicant know which town they need to obtain the certificate. 

3. Make sure that the residence city and/or place of death is a legal municipality.  

Example, if the residence and/or place of death shows “China Village” instead of 

“China” there will NOT be a matching event.  If the Applicant is a funeral director let 

them know why an order/issuance cannot be done, and that the city/town and/or place 

of death needs to be corrected. 

 

To check items 1 and 2 go to the record itself (not the order).  Go to the Main page and select 

Life Events>Birth or Death>Search. 

 

 

 
 

The Search for a Death Record page will open.  Key in the Registrant’s name. 

 

 
 

 

Key in any of the values for the search type.  In the above example decedent’s first and last name 

was searched.  Select the Search button at the bottom of the page. 

The Search Results page will pop up as shown below. 



25 
 

 

Click on the Decedent’s Name link to open the case. 

 

 
Once the case is open, check both the Resident Address and Place of Death city by selecting each 

of the links in the menu as shown below in red. 

 

 
 

After the correct name, and that at least the resident city and/or the place of death city is 

confirmed as the correct city/town and a legal municipality, please contact the Application 

Support Specialist at 1-888-664-9491 – option 7 to investigate further as to why a matched event 

is not found. 
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Question  #3 

 

What should one do if safety paper got jammed in the printer? 

 

Instructions to reprint the safety paper that got jammed and cannot be used: 

 

Select the record (row) that shows the paper that got crushed in the copier.  Then, select Void at 

the bottom of the issuance page as shown below. 

 

 
 

Notice that the safety paper voided (900704) above is no longer showing under the Security 

Paper Number column on the screen below. 

 

To re-print the record (row) with the new safety paper, select just the one record (row) that was 

voided, and repeat steps 1, 2, 3 for doing an issuance as discussed above.  Remember that before 

each of these three steps to select the record (row) by selecting the checkbox. 

 

1. Print 

2. Key in new Safety Paper Number 

3. Select Complete 
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Question #4 

 

How are more than one service requested? 

 

(Services are the final product the customer wants; such as, Death Certified Copy, Non-

Certified Copy, etc.) 

 

Complete the order as instructed above.  When selecting two or more services, a separate Issue 

link for each service will be shown. 

 

Below a request for six Death Certified Copies and one Death Non-Certified Copy is shown. 

   

 
 

At the end of the application, two Issue links – one for each service as shown below appears.  

Select one issue link and complete the 3-step issuance process as described above.  When 

“Complete” (Step 3) from the Issuance screen for the first issuance (service) is selected, the 

Order Summary page appears where the 2
nd

 issue link can be selected and the 3-step issuance 

process is completed again for the second service. 

 

If completely out of the application/issuance pages, then go back to the DAVE Main page and 

select Order Processing>Search to find the order using the steps described earlier. 
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Question #5 

 

How is payment fixed if the wrong amount is keyed in? 

 

As long as the issuance has not been completed, and the Status Bar on the application page does 

not show “Completed”, the payment page can be returned to and the payment can be corrected. 

 

Question #6 

 

How is an order voided when the issuance has not been done? 

 

Select the VOID button at the bottom of the application at any time. 

 

 
 

Note in the Services section below that the system automatically reversed the payment.   

 

 
 

Also note that the Status Bar at the top of the order now says “Void”. 
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Question #7 

 

How is an order voided when the issuance has already been done? 

 

Select the Void button at the bottom of the Order Summary page.  A message asking for 

confirmation as shown below will appear. Select OK. 

 

 

 

Note – The summary page will show a negative balance ($15.00) and the Services section will 

show (-1) service and a negative fee amount ($15.00) as shown below. 

 

 

 

 

Once an issuance is voided, a safety paper number has already been assigned and DAVE 

automatically records the safety paper number(s) as voided.  View this by going to the Main 
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page and selecting Table Maintenance>Security Paper Number and selecting your town from the 

dropdown as shown below. 

 

 

 
 


